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Helpsheet R5-Creating labels

Step by Step — Mail Merge Labels

1. Select Reports | Design Report or click the Design Reports icon.
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2. Click the Create a new report hyperlink.
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3. Select Student in the Select Data Area screen and click Next on the wizard.
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4. The report needs to be based on roll pupils so click Next on the wizard.
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5. Scroll down to the Family Home section and click to expand. Select the Parental Addressee field.
Double click to move it opto the panel on the right or highlight and click the right gréen arrow.
Scroll further down and delect the Address Blogk and move over to the right.
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6. Click Next on the wizard.
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7. In the Defi

ne Filter section of the Apply Filter screen,click New
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Click Next on the wizard. The default sort order is satisfactory for this example.

Click Next twice on the wizard to display the Define Presentation screen.

10. Click Word Mailmerge, then in the Word Mailmerge Settings panel click New.
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12. Word will open on your desktop

|F|ead_l,l

| @] | o

Y0 -y

13. In Word 2007, 2010 and 2013

, select the Mailings tab,
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14. Select the Start Mail Merge and then Step by Step Mail Merge Wizard drop—down list to display a

side task bar.
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15. On the Mailmerge task bar, displayed in the right—hand side of the screen, notice that Step 3 of 6
is displayed.

ick Previous until Step 1 of 6 is displayed
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16. Select Labels and click Next Starting Document
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17. On Step 2 of 6 click the Label Options hyperlink
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18. and change Label vendors to Avery A4/A5.
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19. The product numbers shown are now the Avery label codes for A4 or A5 sheets. Select Product
Number L7160 and click OK to display a table on the Word page.

20. Click Next to display Step 3 of 6; no changes are required in this step so click Next again to display
Step 4 of 6, called Arrange your labels.

21. Click in the first label on the sheet then the Insert Merge Fields drop—down list. The fields that
were selected in SIMS are now displayed in a list.
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22. Click Parental_addressee.
23. Press Enter after <<Parental_addressee>>.

24. Select AddressBlock from the Insert Merge Fields drop—down list.
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25. Click on the Home Tab. Highlight the text you have inserted and change to the Text format you wish

to use
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Select No Spacing to ensure the labels display correctly.

26. One label is now set up, click Update all labels which is in the Mail Merge task bar.
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27. Click Next on the Mail Merge task bar and you will now see a preview of the labels. Previous and
Next on the wizard can be used to display the labels, as required.
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a) InWord 2010 onwards select File | Save, then File | Exit,
b) InWord 2007 select Office Button | Save, and then select Office Button | Exit Word.
You will be returned to the SIMS reporting screen.

28. The merge document is now attached to the report, so save the report. Click Save As and name the
report Parents’ Labels. Deselect the Private check box and click OK.

29. Click Run and then OK to run the report and select a different registration group.
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Click Close.




